
 

1 
 

 

 

DE Relief Grants Expense Reporting -  

How-to Manual for Businesses 
 

Please note: the 2020 Federal Tax Return for your business is required to report 

expenses. You should only start your application to report expenses when you have 

your tax return document ready to upload. If you have not received all of your grant 

funds yet or you have not spent them all yet, you do not need to report expenses 

until you have received and spent the funds.  

For best results, we recommend using Google Chrome as your browser when 

reporting expenses. 

 

For answers to common questions related to the DE Relief Grants expense 

reporting, please refer to our Frequently Asked Questions at 

business.delaware.gov/relief/FAQs. 

 

Step 1 
To begin the expense reporting process, visit the Division of Small Business DE Relief Grants 
website at business.delaware.gov/relief. Scroll down to the “DE Relief Grants Portal” section and 
click on “Existing Account Log-In” to log in to the portal. If you have forgotten your password or 
other login credentials, you can click on “Forgot your password” on the portal login screen to be 
sent a password reset email. 
 

 

 

 

 

https://business.delaware.gov/relief/
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Step 2 
Once logged in, you should see your DE Relief Grants dashboard which lists any relief grants 

you were awarded. 

 

 

 

 

 

 

 

 

 

 

 

 
Step 3 
To begin the expense reporting process, click on “Submit Your Expenses” next to your DE Relief 

Grant entry. Most businessowners will only see one grant entry. If you are completing the 

expense reports on behalf of a business, please select the correct entry using the Application ID 

number associated with the grant. 



 

3 
 

 
 
 
Step 4 
Next, you will complete your business details. The Business Information and Business Address 

sections should auto-populate with the information you previously provided during the 

application process. Complete the Employees section by entering the number of full-time (F/T) 

and part-time (P/T) employees your business employed on December 31, 2020. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5 
Complete the Revenue section by entering the Gross Revenue for your busines in 2020. Click 

Save & Continue. 
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Step 6 
Next, you will be asked a series of questions related to your business. Answer each question 

and, once complete, click Save & Continue. Please note, if you select “No” for question 

#6, you will be locked out of the expense reporting portal and will need Division 

staff to reset your account in order for you to continue the expense reporting 

process. 

 

Step 7 

You will now begin the process of reporting your expenses by listing all approved 
expenses in the space provided. All businesses who received a DE Relief Grant should 

refer to their grant agreement for a full listing of expenses they were approved for 
under the grant. Exhibit A of the grant agreement outlines approved expenses for 
each business. 
 

Please note, once complete you will be asked to upload all documents related 
to the approved expenses. Please use expense IDs indicated in the below 
screenshot in the "ID" column for the filenames of the matching 
document/receipt such as ID-001-Rent.pdf. If you are uploading all receipts 
in one document, please use "global" in your file name.  
 
In order for the Division to process expense documentation, all businesses must use the 

corresponding expense IDs for the filenames of the matching documentation. We suggest that 

grantees write down their Expense IDs during this step before moving on to the Document 

Upload section of reporting. For example, the document filename for Expense ID-002 below for 

“Advertising Expenses” should be titled as ID-002-Advertising-Expenses. For your required 
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2020 Federal Tax Return document for your reporting, you MUST use "tax-return-

2020" (including dashes) in your filename, and the document must be saved as a 

PDF. If you need instructions for how to rename a file, they can be found on our website at 

this link.  

You must provide a receipt/invoice/documentation for each dollar spent. 

Acceptable file formats for receipts/invoices are: PDF, JPG, PNG, DOC, DOCX, or 

CSV.  

For a list of eligible expenses, refer to our in-depth FAQ at this link. 

To begin the expense reporting process, click on “Add a New Expense,” select the category for 

each expense, and enter the amount of the expense. Once complete, click Save & Continue. 

 

Step 8 
Once you have entered all of your eligible expenses and clicked on Save & Continue, you will be 

taken to the Document Upload section of the portal. In this section, you will need to upload: 

• Receipts, invoices, and backup documentation for all relevant expenditures AND 

• Your complete 2020 tax return showing a revenue decrease relative to 2019. 

https://business.delaware.gov/wp-content/uploads/sites/118/2021/08/How-to-Rename-a-File-FINAL.pdf
https://business.delaware.gov/wp-content/uploads/sites/118/2021/08/DE-Relief-Grants-FAQs-FINAL.pdf
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• If you cannot show a decrease in revenue, you will need to provide an explanation as to 

why. (This will be subject to the Division’s review and approval.) 

Please note: the receipts and other documentation that you upload must equal the 

original grant amount your business was approved for as well as any bonus amount 

you received. (For example, if your company was approved for $100 for the original 

grant and you were approved for a $10 bonus, your receipts must total $110.) 

Click on “Upload Files” to begin uploading each of the above required documents. If you would 

like to upload more than one file at a time, click on “Add Files”. If you are using your cell phone 

to scan and upload receipts, you can download the Adobe Scan app for free from the iTunes or 

Google Play Store. 

 

Step 9 
Once you click on “Upload File” or “Add Files”, the portal will open the My Documents window 

on your computer. From there, find the file(s) you need to upload. Remember to check the file 

name to make sure it matches the expense ID and check that your tax return document is titled 

“tax-return-2020”. Tax returns can only be uploaded in PDF format. 
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Uploading 2020 Tax Return: 

 

After you’ve added your first document, you will need to click on “Add Files” to upload 

additional documents. 

Uploading Additional Documents/Expense Receipts: 
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Step 10 
Once you have uploaded all of your documentation, you can view the files by clicking “View All”.  
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If you need to add more documentation, click on “Add Files” in the top right corner. 

 

To return to the Document Upload page, click your browser’s back button. 

 

Step 11 
If you have uploaded documentation for all of your expenses and your tax return, you can click 

“Save & Continue” to go to the submission section. From there, click on “Submit & Sign 

Agreement” to submit your expenses. If you are not ready to submit, click the “Back” button. 
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Step 12 
After you click “Submit & Sign Agreement”, the DE Relief Grant Reporting agreement will 

appear on your screen through DocuSign. Read through the agreement. Once you have read 

the agreement, sign it electronically by clicking the “Sign” icon and type your name next to By. 

Click finish when you are done signing If you need assistance signing electronically, click on 

“Other Actions” in the top right. 
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Step 13 
After clicking Finish, you will receive a confirmation page letting you know the agreement was 

signed. You are now finished reporting your expenses for the DE Relief Grants. You can return 

to the main page of the portal by clicking Home in the top left corner. Please note that 

reporting your expenses and signing the agreement does not guarantee that your 

DE Relief Grant will be forgiven. Once your expense report is reviewed by Division of 

Small Business staff, you will receive official documentation if your grant is forgiven. 

The status of your application in the portal should change to “Expenses Reported” and you can 

click “View Expense Summary” to see the expenses you submitted. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 For answers to common questions related to the DE Relief Grants expense 

reporting, please refer to our Frequently Asked Questions at 

business.delaware.gov/relief/FAQs. 

 

If you have additional questions, please visit our website to connect with one of our 

regional business managers. 

 

https://business.delaware.gov/#resource-managers

